
INSTRUCTIONS: See Publication No. 76-!3M-! for instructions on completing this form. ,Forward signed original tor 
Department of Archives and History, Reqrds Management Division, 330 Capitol Avenud, Atlanta, Georgia, 30334> 
Attention: Scheduling Section. 

MANAGEMENT USE 
Stqte Law Dept,-Highwqy Division Application Number 

40 Capitol Square, S.W. Date Received Date Completed 

132 State Judicial Building 
>plication Date 

>plication Number .-A Atlanta, GA 30334 .. ~ .. O C T  2 5 t982 
Person to Contact Working Title Telephone Number 

Joyce Duckeft .~ 

a. 
b. 

Dates of Series 

__-..___._.I ~.~~ ~~~~~~ - .__ -~ _. 

__.--.I Division __-.- Head Secretary ~~~ 656-3364 --- ~ ~ _ _ _  - 
, Action Requested t 181 Establish Retention Schedule; record will continue to accumulate. 

U Dispose of present accumulation; no further accumulation anticipated. 
- Check One: fl Change; 0 Supercede; 0 Void 

5. Records Series Title (followed by title used in office; if different) 

Highway Division -. County Files 
~ __ ~. 

. Division and 0ffi.a Function What is  the function of the Division and the Office in which this record series i s  created? 
The Hi.ghway Division handles. all of th.e' legal affairs for. the Department of 
:xansportati.on. - This includes' pcoperty- acquisition; contract preparation, 
?xamination and, wher'e .necessary,.litigationj representation in sukts broughi 
' y  or against the DOT; and recovery of compensation for damage arising from 
:he una,uthorized use of the' State .Highway System. The division participates 
in Cantract negotiation between the'DOT and various, Federal and State 
igenci.es to aiccompllsh 'the coordination necessary. among such agencles, 
ilso prep'ares.or examines hundreds of deeds,. leases', easements. and other leg; 
iocuments for  the' DOT. The   division also is counser to a l l  State department! 
ind authorities on matters related to construction activit'les, including the 
)rep?ration or examination of contradts and the' negotiation or litigation . .  

)f disputes' arising out of construction contracts. 
. Record Series Description 

 it^ 

_ ~ _ _ . _ _  ~ 

T h i s  file contains the following documents (include form numbersand rifles, if anyJ: 
Aitach samples of the file. 

Dqcuments relating to: maintaining reference copies of documents submitted for informational 
purposes by' deputfes under contract by the ~. 'Department -~ of 1 . a ~ ~  ~~ .to handle . ~~ -Department of 
Transportaiion- matters in counties ~ ~~ ' 

Included are: Corres$ondence, . pleadings ; .notices, forms, orders I judgments, etc 

File isarranged: Alphabetically by county. 
\ 

I 

I. Monthly Reference Rate How often are records referred to which are: 
5 One to six months old 2 0 ; Seven to twelve months old rl ; Thirteen to twenty-four months old 

twenty-five months and older ,2_? 

Letter-size drawers ; Legal-size drawers ; Shelves ; Other (SpecifyJ 2 boxes 

r .  

1. Annual Rate of Accumulation of Records 

.. 



X 
b. Does the series contain cohfidenFia1 ,information requiring security handling? If yes, cite law or regulation. 

- Xl-- 1- Attorney-Client _ _  - __  Privileged . Information -- - - -- - 

a. Is this the official copy of the series? 
I f  not. where i s  it? 

__ 

I 

X 

a. State Law -----years. . d. Audit period -years. 

c. Federal law years. f. Federal retention instructions years. . 
b. Statute of limitation years. e. Administrative need - 3 years. I 

x c. I s  this aiitalrecord? 
d. Does this series have histEical or I o n E r m  research value? - 
e. When one or two documents in the f i le make it necessary to keep the entire file for a long period, could these 

X documents be%sch_eduled seoaratelv? 
. x f. Is the information conBined in t h h d e s  ever oublished? If uez,attach MDV. llllll-_ 

g. 1s the infwmation contained in this series ever analyzed and/or recorded in a summarized report? 
x Ifyel, att-ach cppv. _.___ 

' I  ifves,here? Complete case file in attorney's office , 
x- .i _ISlhiue&d QT a maio r D- of id reaularlv m iaof i l m e d l  

, ~ h. Is there a.duplication of this series in your office, or in another office or agency? 
~. 

the.rmw&s!xies result in a cp muter  orintsW -I_ 

?c i. Does 

. . .  
Explain administrative need. As questions arise about '. 

is often necessary to refer back to these files. . ~. 

sufficient period'to retain these for  that purpose. 

This agency recommends that the file series be cut off a t  the end of each: 

. . .  . ~. . 
. .  . .  _ _  

' 

. .. . Eo Calendar Year; D Fiscal Year; 0 Other __then, 
. .  . .  

Hold in the current files area ---month(s) year(s);'then 
. .  

. .  0 Transfer to local holding area; hold year(s); then , ,  

a Destroy. . .  , . 

0 Other (Specifvl ,~ . , . .  

8 Transfer to State Records Center; hold 

0 Transfer to State Archives for permanent retention. 

yearb); then 
. .  

. .  

. .  

. ,  
These instructions apply to a l l  prior and future accumulations of the series. 

r 

&ncy Headlhsignee - - . (Signature) 1 Date I R t m r d r  - -. - Management - -- Officer (Signature) . - - -. - - . - - - - -- Date - 

Recommendations in para- 
graph 12 are approved. 
(If disapproved, attach letter 

I I 2 Attorney GeneraVDesignee 
AR-50-77.  7fi 


